Emily Hunt

5024 Renard Drive 

Huber Heights, Ohio 45424

(937) 974-9965

Emie1183@yahoo.com

Education:

Sept 2007-Present               Franklin University                        Columbus, OH            Business Administration/Marketing
-Full-time student

-Online degree program to obtain bachelors degree

Sept 2002-Jan 2007
      Sinclair Community College           Dayton, OH

Real Estate/General Education classes

-Full-time student

-Received certificates to obtain real estate license 

Work experience:

Jan 2008-Present               Jeff Schmitt Auto Group               Fairborn, OH

Internet Sales Assistant

Find leads from car prospects and email the prospects with a price quote.  

August 2007-Present        Houses-R-Us                                  Dayton, OH

Data Researcher

Research Dayton foreclosed homes on the internet, gather up the information and record the data.

July 2006-August 2006    The Talon Group                          Troy, OH

Office Assistant

Filed, faxed, copied, answered phones, greeted clients, prepared files for real estate settlements, and other duties needed.

August 2004-Sept 2004   Huber Heights Med Ctr.                Huber Hgts, OH

Receptionist

Filed, faxed, copied, answered multi-line phones, scheduled appointments for patients, checked patients in and out, and other duties needed.

Jan 2002-April 2002       SwindonSpringer&Co                     Tipp City, OH

Receptionist

Filed, faxed, copied, answered multi-line phones, mail organized, labeling, prepared letters, MS Office, and other duties needed.

Volunteer experience: 

Sept 1998-June 2002     Wayne High School                   Huber Hgts, OH 

DECA Candy Store Assistant/Office and Student Aide

References: 
Gretchen Esselstein      Supplemental Staffing                419-353-8367

Andrea Lane                 Grandview Hospital                   937-572-8456
